Program Evacuation Tips:

Tips to being a good “Host” agency and a good “Guest” agency during a program evacuation
Program Communication…A MUST!
Recommendations for Hosts:
As a “host” agency you need to know (prior to arrival):
1. How many youth are coming? What are the ages, sex?

2. How many staff will be coming?

3. Do any of the youth or staff have any special dietary concerns?

4. Are they bringing cots, air mattresses, etc.?
5. Are they bringing any food with them? If so, will they need freezer, fridge space?
6. What other supplies may they need?

7. Know their evacuation route…and estimated time of arrival
Administrative staff tend to be a bit more enthusiastic about being a host agency, it is very important that your YCW staff feel supported by you…BE THERE to help in the shelter. 
Get Supplies: 
Be sure you are well stocked up on supplies including food, paper products, toiletries, linens, beds/air mattresses, pillows, sheets and blankets.

Provide a list of “things to do”, places to go (directions, phone numbers and prices) to the visiting agency staff.
Provide Space for your visitors: 
· Talk with the youth to let them know that in order to make room for the “guest” agency, they will need to move rooms, have one additional person in their room, etc.

· If at all possible, provide an area make room for the youth visitors, either designate a certain number of bed rooms, classroom, conference room, etc.

· Have a designated area for staff belongings and for staff sleeping

· Make room in your locked file cabinet for the visiting shelters client files and medications to be stored.
Once the visiting agency arrives:
Communication is a MUST!
Important for staff:
· Have a designated staff person (both host agency and visiting agency) on each shift that will meet at the beginning and end of each shift to communicate issues from the previous shift and any activities, meals, groups, etc. that will be during their upcoming shift.

· Provide an orientation to the facility.  Once the visiting agency arrives and gets somewhat settled, it is important to meet as a group. Conduct a tour, rules of the shelter, introduction of staff and clients, and schedules.
· Run the shelter as close to normal as possible, involve the visiting agency in all duties:

· Chores (shared equally between youth from both programs)

· Cooking (shared equally among staff from both programs)

· Laundry 

· Activities (house meetings, groups, watch movies, outings, guest speakers, outside activities, talent shows…be creative!)
Recommendation for Guests:
· Have a locked container for transporting files and medication so they are not mixed with youth in the receiving/host shelter.

· Request that youth who are taking medication to help staff remember the time due to the changes in routine

· Before getting in the van, 

· Reassure the youth that they will be safe

· Review your “rules of the road” when traveling 

· Explain the route and any plans to stop

· Review how to be a good guest

· Share the kinds of enjoyable or fun things the youth will be able to do
· Take inventory of all items being taken to the host facility.

· Bring as many of your own supplies as possible (hygiene items, pillows/sheets, etc.)

· Make sure you provide proper support and coverage for your clients with your staff
· Go over manners and responsibilities with the youth of being a good guest—picking up after themselves and volunteering to help with chores, meal prep, planning, etc.

· Remind youth that saying please and thank you are good things to do

· Be prepared to provide meals for your youth or help in the preparation of the meals
· Take the youth on frequent outings away from the hosting shelter to allow for respite and opportunities to give the youth and staff a break
· Plan to have daily group meetings away from the hosting agency’s youth, so concerns can be aired more easily
· Reassure any youth that they can have contact with family, if they are worried about them back home and if phone contact is not possible due to the weather, then try to get reports on the area

